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Introduction 
Dear Parent/Volunteer 

We warmly welcome you to Auburn South Primary School. Thank you for your offer of 
support and interest in becoming a parent helper or volunteer. It is greatly appreciated. 

Whether you are listening to students read, helping with literacy, helping with fundraising 
activities or assisting on a school trip; the contribution you make broadens and improves the 
opportunities for the children in our school. Auburn South Primary School acknowledges 
the immense educational and social benefits from the voluntary help given by parents and 
others in the community. 

We hope that you enjoy your experience at our school. If you have any questions, please do 
not hesitate to speak to the classroom teacher or Assistant Principal, Michael Wainwright. 

Warm Regards, 

Kate Nancarrow 
Acting Principal 



Qualification Process 
Set out below is what you will need to complete before you can become a parent/volunteer 
helper. It is important that we have all the necessary documentation on file. 

Read the Parent/Volunteer Helper 
Handbook. 

To comply with the requirements of the Victorian 
Occupational Health and Safety (OHS) Act 2004 and the 
Victorian OHS Regulations 2017, the Department of 
Education and Training has implemented an OHS 
Management System (OHSMS) in all Victorian Government 
schools. This Handbook will also outline the important OHS 
information that you need to be aware of before you 
commence as a parent/volunteer helper. 

Sign and submit to the office the 
Parent/Volunteer Helper & 
Working with Children Form  

This document will be kept on file for future reference. 

Sign and submit to the office the 
Parent/Volunteer Occupational 
Health & Safety (OHS) Checklist  

This document will be kept on file for future reference. 

Provide the Office with a copy of 
your valid Working with 
Children’s Card 

This document will be kept on file for future reference. It is 
important that when your card expires, a new and current 
copy is submitted to the office asap so that you can 
continue in your role as a parent/volunteer helper. 

Once all the above has been completed and filed with the School, you will be able to 
volunteer/assist at ASPS. ASPS teachers will be able to access who has qualified and call 
out when required if they need assistance. 

PLEASE NOTE – You are only required to read this Handbook and submit signed forms once 
during your child/ren’s time at ASPS. 

For any other queries or assistance please do not hesitate to contact our office on 
9882 2140 or email auburn.south.ps@education.vic.gov.au  

mailto:auburn.south.ps@education.vic.gov.au


Child Safe Code of Conduct & 
Child Safety Statement of 
Commitment 

ASPS is committed to child safety - students should be safe in all school environments when 
in our care and we have zero tolerance for child abuse. 

The Child Safe Standards require schools to have strategies to embed in their school a 
culture of child safety. 

As a school we play a critical role in protecting children. The information in the Child Safety 
Induction Pack - Volunteers attached in the Appendix explains how we create a child safe 
environment, identify and report signs of abuse and our commitment to Child Safety. 

All staff, volunteers and school council members of our school are expected to observe child 
safe principles and expectations for appropriate behaviour towards and in the company of 
children. 

The Victorian Government is committed to the safety and wellbeing of all children and 
young people. The Child Safe Standards are compulsory minimum standards for all 
Victorian early childhood services and schools, to ensure they are well prepared to protect 
children from abuse and neglect. 

https://www.vic.gov.au/child-safety-code-conduct 

https://www2.education.vic.gov.au/pal/child-safe-standards/policy 

The Child Safety Induction Pack - Volunteers can also be viewed via this QR code.

https://www.vic.gov.au/child-safety-code-conduct
https://www2.education.vic.gov.au/pal/child-safe-standards/policy


Health, Safety & Wellbeing 
Policy 
Please refer to the Health, Safety & Wellbeing Policy in the Appendix. 



Confidentiality at ASPS 
You may become aware of many things that most parents do not experience. It is 
paramount that what you might observe is kept confidential. At Auburn South Primary we 
ask you to: 

• Please respect and value individual children’s strengths and areas for growth.

• Please respect and value difference in learning styles and behaviour.

• Please respect the various teaching styles you may encounter.

• Please respect the variety of student-teacher relationships you observe.

• Please do not discuss “incidents” you may observe with anyone else other than the

classroom teacher.



Occupational Health & Safety 
(OHS) Parent Information 
Introduction 

To comply with the requirements of the Victorian Occupational Health and Safety (OHS) Act 
2004 and the Victorian OHS Regulations 2007 the Department of Education and Training 
(DET) has implemented an OHS Management System (OHSMS) in all Victorian Government 
schools. 

The OHSMS requires all parents/helpers to: 

• report to the general office upon arrival

• complete an OHS induction using the Parent/Helper OHS Induction Checklist

• sign in/out and ensure they carry/wear their visitors pass at all times whilst on DET
premises

Required conduct/behaviour 

All parents/helpers/visitors are expected to abide by the workplaces code of conduct while on site. 
This includes: 

• No smoking on school grounds or within four metres of an entrance to all DET workplaces.

• No alcohol or drugs are to be consumed on any DET premises. Any parent/helper under the
influence will be dismissed.

• No offensive language is permitted on any DET premises.

• Possessions, materials, and equipment should be secured and not be left unattended.

• Entrance to other areas of the DET workplace aside from the work area is prohibited, unless
otherwise agreed to.

• Report any problems, hazards, or incidents to the Workplace Manager or relevant delegate.

• Dress appropriately.

• No pets are permitted on DET premises.



Emergency Management 

On hearing the alarm: 

• Follow the advice of the ASPS Staff Member and proceed to the advised assembly
area. You will also be able to locate an Emergency Evacuation map in each
classroom & learning space.

• Do not leave the assembly area until advised

Emergency Contacts 

School Contacts 

Workplace Manager Kate Nancarrow 9882 2140 

Assistant Principal 9882 2140 Rhian ap Rees 

9882 2140 

Asbestos Coordinator 9882 2140 

Business Manager Millie Angliss 

9882 2140 General Office Number 

Emergency Contacts 

Police 000 

Fire 000 

Ambulance 000 

Poisons 13 11 26 



First aid and amenities 

First Aid 

In the event of an injury: 

1. If the injury is not serious, report or escort the injured party to the administration
office for assistance

2. If the injury is serious ring 000, do not wait for first aid officer

3. Stay with injured party. Send someone else to find the first aid officer or workplace
manager

4. If no one else is available, ring the school number and inform the office that
someone is injured at your location

5. If trained, apply first aid to the injured party

6. Once incident is over, fill in an incident report at the office.

Hazard and incident reporting 

Any hazard or incident which poses a risk to the safety of a student, parent, visitor, 
contractor or employee must be reported. 

• Call 000 immediately to report any incident threatening life or property. This number
will connect you to the following emergency services:

o police for crime, injury that may not be accidental, or assault
o ambulance for injury and medical assistance
o fire brigade for fires, gas leaks and incidents involving hazardous and

dangerous materials.

• Notify the administration office in person, or, if unable or unsafe to do so, notify
someone via the emergency contact list.

• Workplace Manager is to report the incident on EduSafe.

Amenities 
Please refer to the school map to locate toilets and amenities, staffroom etc. 



Appendix 
• Department of Education – Health, Safety & Wellbeing Policy, 2022

• Child Safety Induction Pack - Volunteers

• School map

• Parent/Volunteer Helper & Working with Children at ASPS Form (to 
be returned to Office)

• Parent/Volunteer OHS & Onsite Checklist (to be returned to Office)



DET Health, Safety & Wellbeing Policy 
Scope: This Policy applies to all employees, visitors, volunteers and contractors in Department of Education and 
Training (DET) workplaces and activities, and instances when performing work offsite. The Department commits, 
so far as reasonably practicable, to: 

The Department employees, visitors, volunteers and contractors are required to take reasonable care for their own health, safety and wellbeing 
and others that may be affected by their actions or omissions. These parties will cooperate with the Department in adhering to health and safety 
requirements including following the Department’s policies, procedures and/or instructions and participating in consultation and training. 
The Department’s OHS Management System sets out how this policy is to be implemented.  
Jenny Atta, Secretary, 19/01/2022 





The Department employees, visitors, volunteers and contractors are required to take reasonable care for their own health, safety and 
wellbeing and others that may be affected by their actions or omissions. These parties will cooperate with the Department in adhering to health and safety 
requirements including following the Department’s policies, procedures and/or instructions and participating in consultation and training. 

The Department’s OHS Management System sets out how this policy is to be implemented. 

Jenny Atta 
Secretary 
19/01/2022 



 

Auburn South Primary School  

Child Safety Induction Pack – Volunteers 
 

 

HELP FOR NON-ENGLISH SPEAKERS 
If you need help to understand the information in this policy, please contact Auburn South 
Primary School on 03 9882 2140 or auburn.south.ps@education.vic.gov.au. 

PURPOSE 
Thank you for your interest in volunteering at our school. The purpose of this induction pack is to ensure Auburn 
South Primary School volunteers are familiar with our policies and procedures relating to child safety and 
understand the important role they play in maintaining and promoting the safety of our students. 

Volunteers must read the suite of policies and procedures in the links below before commencing any work where 
children are likely to be present. 

KEY MESSAGES 
• Auburn South Primary School is committed to the safety and wellbeing of all children. We want children 

attending our school to be safe, happy and respected. 
• We are committed to creating inclusive environment where diversity is supported, and students feel safe 

to bring their whole selves to school. 
• Allegations and concerns relating to the safety and wellbeing of our school community will be treated 

very seriously and consistently with our policies and procedures. 
• We are committed to preventing child abuse, identifying risks early and removing and reducing these 

risks. 
• Everyone has a role to ensure children are safe – if something does not feel right, speak up. If you have 

any concerns about any inappropriate behaviours in the school community, you should speak to the 
Principal. If this would not be appropriate in the circumstances, you can contact the region_name Victoria 
Regional Office of the Department of Education on 1300 333 231. 

INDUCTION MATERIALS – MUST READ 
This induction pack contains the following documents that all new volunteers must read and familiarise themselves 
with. Please click on the hyperlinks to access each document. If you would prefer a hard copy of this pack, please 
contact the team in the office who will happily provide you with one. 

• Volunteers Policy 
• Child Safety and Wellbeing Policy 
• Child Safety Responding and Reporting Obligations Policy and Procedures 
• Child Safety Code of Conduct 
• PROTECT: Four Critical Actions for Schools – Responding to incidents, disclosures and suspicions of child 

abuse 
• PROTECT: Identify child abuse 

https://auburnsthps.vic.edu.au/wp-content/uploads/2024/08/ASPS-Volunteers-Policy.pdf
https://auburnsthps.vic.edu.au/wp-content/uploads/2024/01/ASPS-Child-Safety-Policy.pdf
https://auburnsthps.vic.edu.au/wp-content/uploads/2024/07/ASPS-Child-Safety-Responding-and-Reporting-Obligations-Policy.pdf
https://www.schools.vic.gov.au/report-child-abuse-schools
https://www.schools.vic.gov.au/report-child-abuse-schools
https://www.schools.vic.gov.au/identify-child-abuse


 Auburn South Primary School | Volunteer Child Safety Induction Pack 

CONTACT 
We value your feedback on ways we can continue to improve and strengthen our child safety approach and 
encourage you to contact email with any comments or questions. 



 



 

 
 

Please read and sign the following two forms and 
 return to the office. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 



PARENT/VOLUNTEER HELPER & 
WORKING WITH CHILDREN AT ASPS 

 
 
 
 
 
 
 

 
 

Student’s Name:  Class in 2025: 

Student’s Name:  Class in 2025: 

Student’s Name:  Class in 2025: 

Confidentiality, Child Safety, & OHS Agreement 

As a parent helper I undertake to: 
• Maintain confidentiality at all times 
• Adhere to Auburn South Primary School’s 

o Child Safe Code of Conduct 
o Child Safe Policy 
o Statement of Values 
o OHS Guidelines 

Signed:  

Name:  Date: 

Working with Children Check 

I have a current Working with Children and have provided a copy of the card to the school. 

Signed:   

Name:  Date: 

Office to Complete: Signed: Date: 

Form completed and filed  

WWC copy taken  

Entered in CASES & Xuno  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Parent/Volunteer OHS & Onsite Induction Checklist 
At Auburn South Primary School, we have a strong parent-school partnership and culture. One 
valuable and much appreciated part is the help we receive from parents as helpers. 
Parents and carers who wish to assist in the classroom, on excursions or with fundraising activities 
must complete an annual OHS induction process by signing and accepting the items in this form. 
This form then needs to be submitted at the office along with a copy of the Parent/Volunteer Helper 

I acknowledge that: 

I will conduct myself in accordance with the Department of Education rules and 
guidelines 

 Yes 

It is the teacher’s responsibility to monitor and address student behaviour  Yes 

I must sign in and out at the office via the Kiosk at front reception and carry a visitors 
pass each time I help 

 Yes 

I am not permitted to take photographs unless specifically requested by the teacher 
 Yes 

I am there to assist the teacher and am always under the teacher’s direction  Yes 

I must maintain a high level of confidentiality  Yes 

I have read and will abide by the ASPS Child Safe Code of Conduct  Yes 

In the case of an emergency whilst I am helping a continuous alarm will be sounded 
over the PA system and I am to report to the staff member I am helping or to the 
administration office for further instructions 

 Yes 

I know the location of the staff amenities  Yes 

If I become aware of any first aid issues, I will notify the staff member I am helping or the 
First Aid staff member at the administration office immediately 

 Yes 

If I am aware of an incident occurring e.g. injury or hazard, I will report this to the staff 
member I am helping or the office immediately 

 Yes 

I must provide a copy of a current Working with Children’s Card along with a signed copy 
of this form. 

 Yes 

Parent Signature: 

Date: 

Workplace Manager:I certify that the below mentioned volunteer has completed an OHS induction. 

Name: 
Signature: 

Date: 
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